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When a buyer is required to cancel a purchase order which has been dispatched or in an Open status.

Login

1L

Adjusting the Purchase
Order

1L

Select Target Requisition
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1. Login into the PeopleSoft system and prepare to cancel a purchase order.

2. To cancel a purchase order in an Open Status or Approved use the Trash
Can.

3. When a buyer is required to cancel a purchase order that has been
dispatched.
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Step 1: Login

» Launch the PeopleSoft Signon from the Novel Application launcher.
o Connection type “Oracle” (Defaulted)
o Database Name “FMSPRD” (Defaulted)
o Enter your login name. (UPPERCASE only)

o Password is your login name (lowercase only)

» Click “OK”

PeopleSoft Signon |

FeopleToolz ¥.62
Copyright [c] 1988-1993 PeopleSoft, Inc.

All rights reserved.

Enter Signon [nformation Below:

Connection Type: I Oracle j
Databaze Mame: IFM SFRD

Operatar 1D: [JPSPEROS]

Pazzword: I

k. I Set Pazaword... | Cancel
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Step 2: Canceling an Open purchase order

When a buyer is required to cancel a purchase order in an open status due to incorrect information.

Access the purchase order they are supposed to cancel and click on the “Header Tab”.

Manage Purchase Oiders - Use - Purchase Oider [_ O] <]
File Edt Yiew Go Favorites Use Process |nquire Beport LBML  Help

Ble|® ‘glalax| Bl 5| == flel-] #elal ]

Lines | Schedule Header |Cumments|

Unit: LBNL PO: 6701293
vendor: EZ ENGINEERING PO Date:  09/23/2002 = | & ‘ e El
PO Type: General || Merch Total Amt: 850.00 USD
PO Ref- IOnIine Sourced from Req Adjustment]
Origin: IONL j Online DE PO Total : 850.00

~Status Valyies
Bill Addrs: IBILLTO ﬂ

PO Status:

¥ Tax Exempt ID: [SRCH21-836970

Not Recvd

~Process Control Option

Budggt Check: Mot Chk'd

™ Hold From Further Processing

. —Actim/s
~ Dispatch Method: Phone -

Elal/[a] =
5 Post Document Acctg Date: |09.'23.'2002

Template: ISTAN DARD j

|Header |Update/Display 7

On this panel click on the “Trash” E icon. You will receive a warning message.

PeopleCode Manager [Get] |

Lo pou really want bo delete thiz document’? Thiz operation
@ cannot be undone [9350,2]

Mo LCancel Explain

Click “Yes”.
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A second warning will appear confirming the cancellation process.

PO Delete ]|

1)

Purchaze Order Delete procezs 133419 haz been initiated for
PO document 6701293 [9350,3]

E=plain |
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Step 3: Canceling a Dispatched purchase order.

When a buyer is required to cancel a purchase order that has been dispatched, PeopleSoft requires that the
purchase order complete the PO Edits and Budget Check along with PO Post. After the Posting process is
complete the buyer can access the PO Workbench and cancel the purchase order.

Go

Administer Procurement
Manage Purchase Orders
Use

PO Workbench

PO Lookup

Select

uusduudu

The Select search panel will display.

Unit:
; Carnicel |

PO:

Item ID: ﬂ

PO Date:

Status: I_ _lJ
Chartfield Status: I_ﬂ

Buyer Mame: I ﬂ

Yendor 1D: I ﬂ

/
/

The purchase order you’ve selected will appear on your PO Workbech.

Enter the purchase order number in the PO field and click “OK”.
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Manage Purchase Orders - Use - PO WorkBench [_ (O]
File Edit “iew Go Favorites Use Process |nquie Bepot LBML Help
glel@ lanlx el =lm| El=] @lo2] ElelAr]
Pa Lookup | Po Lookup Wlkl PO Logkup Pmt erl
o HDEDEE D)
T PO Change |PO =
e M PO Date  |M***=|order Status Buyer Name Vendor Name
1™ LBHL\ ETOT1ZE  09M0Z/Z0 Fhone Dirpatzh JAFRYOR EAHDHSALES
[ |Po Logkup |Update/Display S
Check the box on the line which will activate the Workbench icons.

X
Once the Cancel E icon illuminates the user will be able to cancel this purchase order.

A warning message will appear instructing the user of canceling a purchase order.

LBNL 6701133 |

Cancellation will prevent any further activity againzt the PO,
@ Cantinue? [10200,214)

Explain |

Click “Yes”.
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Once the process is activated another warning message will notify the user that “PO Recon” (Purchase Order
Reconciliation) has been initiated. An that the buyer should refresh the panel.

Once the panel has been refreshed the status of the purchase order has changed to “Canceled”

Manage Purchase Orders - Use - PO WorkBench

N P e e O

After the PO Post processes run, the original encumbrance will be relieved.

Once all the process have run the PO Status will change to “Complete”.
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